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INTRODUCTION 
Statement of the Problem 
The purpose of this study was to make a follow-up sur-
vey of the 1956 through 1961 graduates of the executive 
secretarial curriculum at Lasell Junior College to determine 
the adequacy of their preparation for positions in business 
and to study the results of the findings for possible cur-
riculum revision. 
Analysis of the Problem 
An attempt was made in this study to obtain information 
concerning the following questions: 
1. Where were the graduates currently employed and 
what were their positions? 
2. How did the graduates secure their positions? 
3. At the time of the study were those responding 
satisfied with their present positions? 
4· What types of employment tests were the gradu-
ates required to take? 
5. What types of duties did the respondents per-
form and how frequently were these done? 
6. How well prepared were the graduates for their 
positions? 
2 
Justification of the Problem 
Although a study was made of the medical secretarial 
graduates a few years ago, no follow-up work has been done 
to evaluate course offerings and placement of the recent 
executive secretarial graduates. In the 1960-63 Lasell cata-
logue1, one of the ~jor objectives of the college is 11 to 
develop in those students enrolled in its terminal curricula 
the necessary skills and proper attitudes for the attainment 
and maintenance of their place in the world of employment." 
How well trained are our graduates? Is Lasell produc-
ing secretaries equipped with the business skills demanded 
by employers today? Are the secretarial graduates prepared 
to appreciate the special problems of business? 
This survey is being conducted to determine the extent 
that the secretarial program is preparing the graduates to 
meet the needs of the business world. The findings of this 
study will be used in possible curriculum revision. 
1 Lasell Junior College Catalogue, 1960-1963, Lasell 
Junior College, Auburndale, Massachusetts, 1961, p. 1. 
3 
Delimitation of the Problem 
This study was limited to a survey of the alumnae of 
1956 through 1961 classes of Lasell Junior College executive 
secretarial department. Graduates completing the executive 
secretarial program during this six-year period were included 
in the study. 
Organization of the Study 
Chapter I contains a statement of the problem, with its 
analysis, justification, and delimitation. Chapter II con-
tains a review of related research and in Chapter III are 
itemized the methods of procedure. Background information 
on the history of the institution is summarized in Chapter 
IV. Chapter V contains an analysis and interpretation of 
the data obtained from the questionnaire. The last chapter, 
Chapter VI, presents a summary of findings and recommenda-
tions based upon the study. 
CHAPTER II 
RELATED RESEARCH 
In this chapter particular attention has been given to 
the findings concerning the manner in which graduates 
obtained positions, employment tests, frequently performed 
duties, machines frequently used on the job, and evaluation 
of courses in preparing them for their initial positions. 
This review of related research for this study includes 
several follow-up studies of colleges and secretarial 
schools. 
In Cote•s1 study of Bryant College graduates, she 
stated that more than half of the graduates, 56 of those 
responding, obtained their initial positions through per-
sonal contact. 
In 1959, Robbins• 2 study of secretarial department grad-
uates of Husson College revealed ,that, "the college placement 
service and personal applications ranked high on the list of 
sources for initial employment." 
Thirty-six per cent used the college place-
ment service, 32 per cent made personal 
t Cote, Marie Bonin, A Survey of the Business Education 
Graduates of B{iant College From 19EF ~1959, Master's Thesis, 
Boston Univers ty, 1966, p. :;:;:--· --
2 Robbins, Patricia Ann, A Follow-Up Study of the 1954-
1958 Secretarial Department Graduates o? Husson COl~e, 
~or, Maine, Master's Thesis, Boston~n!versity, 19 9, p. 17. 
application; 18 per cent obtained their 
first position through a relative or 
friend; 5 obtained employment through 
an employment agency, and 4 received 
positions through Civil Service. 
Turner1 related the following statistics pertaining to 
the placement of business graduates of North Carolina 
College: 
The professor or advisor of the student 
was the source through which 29 per cent 
of the graduates learned of their initial 
position. Friends were the second great-
est source • • • The college placement 
service was the source for 9 per cent of 
the initial positions of the graduates. 
The remaining 11 per cent were from let-
ters of application, fellow classmates 
and self-inquiry. 
0'Brien2 stated that, "Sixty-six, or 62.2 per cent, of 
the graduates participating in the survey were not required 
to take an employment test to secure their first position." 
She3 also related that, "the most frequently named employ-
ment tests taken by the Dover graduates were typewriting, 
intelligence or aptitude, arithmetic, transcription, and 
company devised tests. 11 
1 Turner, John V., ! Follow-Up Study of~ Business 
~rtment Graduates of North Carolina Colle~ From i940 to 
, Mas~erfs Thesis-,-Boston University, 19 9,-p:-6~--
5 
2 O'Brien, Louise R., A Follow-up Study and Job Activity 
Analysis"of the 1953-1958 Secretarial Graduates-or Merrimack 
College, NOr~Andover, Massachusetts, Master's Thesis, 
Boston University, 1959, p. 38. 
3 ~·· p. 20. 
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Moriartyl revealed that, 11 0ne hundred of the 187 respond-
ents attributed their first position to the guidance depart-
ment of the school." Contrary to this, Carse2 stated that, 
"Of the 74 respondents, only 17 obtained first jobs through 
the College (Merrimack College) placement office." 
Pedersen•s3 survey showed that the best sour~es for 
employment opportunities for the responding graduates were 
letters of application, friends, and private employment 
agencies. 
Business department graduates of Skidmore College 
obtained their first positions, according to MacDuffie4, 
through the "Skidmore Vocational Bureau, personal applica-
tion, relatives and friends, employment agencies, employee 
recommendations, previous employment, and advertisements. 11 
1 Moriarty, Marion L., A Job Activit Analysis and Fol-
low-Ul Study of the 1~46, lt~~:-19 , 9 9, and 19SO-s9c~ 
taria GradUates-or t e ~ choo . of ommerce,Torcester, 
Massachusetts, Master's Tlieais, Boston University, 1953, 
P• 65. 
2 Carse, Lydia T., A Follow-~l Study and Job Activity 
Analysis of the 1953~195ff Secretar al Graduates-or Merrimack 
College, NOr~Andover, Massachusetts, Master's !hesis, 
Boston,University, !959, P• 68. 
3 Pedersen, Marjorie L., A Survey of the Use of Short-
hand and Typewriting Bl the Graduates of Jackson COllege, 
15ij?'irt'iilent of Women in TUfts UniversitY, Master Is Thesis, 
Boston University, 19;7, p. 42. 
4 MacDuffie, H. Jean, ! Follow-Up Study of ~ 1940-195$ 
Business Department Graduates of Skidmore College, Sarato~a 
Springs, New York, Master's Thesis, Boston University, l9 6, 
p. 26. --
7 
A study by Sister Loretta Marie Omarl of employment 
tests used by 101 business firms showed that typewriting 
tests were the ones most frequently administered by 48 per 
cent of the respondents. Stenography tests were next in 
order of frequency with 37 per cent of the firms reporting 
their use. General clerical tests were administered by 28 
per cent of the employers. Nineteen per cent of the compa-
nies stated that they used general aptitude tests, and intel-
ligence tests were used by 18 per cent of the responding 
firms. 
In her study she2 also related that thirty-six of the 
firms stated that they used no formal pre-employment test of 
any kind. These firms .relied principally on the impression 
made at the personal interview or by the letter of applica-
tion. 
Types of tests taken by the 90 responding Westford 
Academy business graduates in Miskell 1 s3 study who were full-
time office employees are as follows: 
1 Omar, Sister Loretta Marie, A Study of Business Firms 
in the Providence Metropolitan Area-to Determine Some of the 
DefiCiencies of Beginning Offic~!Oyees, Masterrs-T.SesiS; 
Boston UniverSity, 1966, p. 22. 
2 Loc. cit. 
--
3 Miskell, Mary E., A Surve of the Educational and 
~lo:ym.ent Experiences of-the 19 6-=I9»Westford Acad, 
usiness GradUates With-r~ca 1ons or Curriculum Rev sion, 
Master's Thesis, BostOn Un varsity, 19;6, p. 28. 
Type of Test 
Physical Examination 
Typewriting Test 
Intelligence or Aptitude Tests 
Arithmetic Test 
Transcription Test 
Office Machine Test 
Personality Test 
Others 
No Test 
Number Given 
~ 
22 
17 
16 
13 
1 
2 
26 
8 
The best sources for employment opportunities for 
Pedersen's! responding graduates were letters of application, 
friends, and private employment agencies. In a study by 
Phillips2 of Mount Ida graduates, personal applications were 
highest of sources through which initial positions were 
obtained, followed by employment agencies and families or 
friends. 
In the study of business firms by Roman3, the selection 
of applicants was largely by means of the schools. 
Eighty-one of the business fir.ms selected 
their applicants for stenographic posi-
tions by means of the schools, 76 by 
means of applications and recommendations 
by other company employees, 67 by employ-
ment agencies, 66 through recommendations 
of ~riends, and 51 firms made their selec-
tion by means of newspaper advertisements. 
1 Pedersen, ~· cit., p. 42· 
2 Phillips, Helen L., A ~gzdi of the Educational and 
Business ~eriences of the-1 - 9;8 secretarial Graduates 
of Mount~' Newton centre, Massachusetts, Master's Thesis, 
Boston UniVersity, 1960, p. 72. -
3 Roman, Irene L., Survey of the Testins Procedures Used 
for Initial Employment of StenograPh9rs, Master's Thesis,----
Boston University, l954~P· 37-38. 
Sample comments by personnel directors to Roman•s1 
check list sent to 160 leading business firms in the Boston 
area who employ five hundred or more wage earners revealed 
the following points of view of testing: 
Tests no doubt are necessary but from ex-
perience not essential. Many of our office 
workers start on simplified work, and the 
ability they show becomes the primary 
criteria for advancement to stenographic 
and then secretarial positions. 
The tests have been validated by having 
employees on the job complete the test 
battery before we use them in screening 
applicants. 
Preparation should be given to students 
to take tests in general • • • and made 
to realize that their future does not 
depend on tests results. 
Tests definitely are only one of the 
factors which should be used in the selec-
tion of a stenographic applicant. I do 
not understand why colleges do not teach 
personality, courtesy, and job attitude. 
There is a definite need for this in all 
college courses. 
9 
Roman2 , also on the subject of tests, stated that the 
clerical aptitude testa, intelligence tests, and personality 
tests were the types of tests considered very important by 
the greatest percentage of the business firms. 
1 Ibid., pp. 33 and 35. 
2 Ibid., p. 41. 
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Miskell1 cited eight of the most frequently performed 
typewriting duties according to her survey of Westford 
Academy business graduates. In rank order they were: fill-
ing in printed forms, copying from handwriting, copying from 
rough draft, addressing envelopes, typing index cards, typ-
ing manuscripts and reports, doing tabulation and statisti-
cal work, and typing form letters. 
She2 also found that the greatest number of graduates 
were employed in insurance companies, transportation, bank-
ing, and machine manufacturing. 
According to Moriarty3, typing envelopes was the most 
frequently checked typewriting activity by those replying to 
this survey. Other typewriting activities were filling in 
printed forms, typing cards for filing, typing for.m letters, 
typing inter-office memos, typing from longhand, typing 
statements, typing lists, and typing tabulations and statis-
tical materials. All of the above replies represent respon-
ses from fifty or more of the graduates. 
In Kurtz 1 s4 survey based upon 164 returns, reports and 
tabulations also ranked high. 
1 Miskell, ~· cit., p. 38. 
2 ~., p. 4.5. 
3 Moriarty,~· ~., pp. 66-67. 
4 Kurtz, Margaret A., A Survey of the Effectiveness of 
the Secretarial Procedures Course at-co!bi Junior College;-
New London, New Hampshire, Master•s-T&esis, Boston University, 
I9bo, p. 7. -
11 
Typing activities which were reported performed fre-
quently or occasionally by 88 to 98 per cent of the respond-
ents were: transcribing from shorthand notes~ typing 
multiple carbon copies~ handwritten letters~ rough drafts~ 
reports~ and tabulations. 
Addressing envelopes ranked first in frequency of typ-
ing activities in Carse 1 sl follow-up study~ and typing let-
ters and reports from longhand ranked second. 
0'Brien2 in her listing of typewriting activities per-
formed by the graduates of Dover High School in their first 
positions included: addressing envelopes~ typing letters~ 
filling in printed for.ms~ and typing postal and index cards. 
The Mount Ida study by Phillips3 related that the fre-
quently performed typewriting activities were: typing let-
ters from rough draft~ filling in printed for.ms, and typing 
interoffice correspondence. 
Miskell4 stated that the eight most frequently used 
machines were the Comptometer, Burroughs Adding, Monroe 
Calculator, Remington Adding, Remington Printing Calculator, 
Gelatin Duplicator, Sunstrand Adding~ and Mimeograph. 
1 Carse, 2£• £!!., P• 70. 
2 O'Brien, 2£• £!1., p. 39. 
3 Phillips, 2£• cit., p. 76. 
4 Miskell, 2£· £!!., p. 40. 
12 
In Moriarty•s1 study five or more graduates indicated 
that more instruction was needed on the following machines: 
typewriter--electric, switchboard, calculator, Comptometer, 
Dictaphone or Ediphone, Teletype, typewriter--manual, book-
keeping machine, duplicating machine, Addressograph, and add-
ing machine. 
The Carse2 findings showed that the most frequently 
used office machine, excluding the typewriter, was the ten-
key adding machine. 
The results of o•Brien•s3 study revealed that the add-
ing machine, calculator, and liquid duplicator were the most 
commonly used business machines other than the typewriter. 
Kurtz4 stated that the electric typewriter and the 
liquid duplicator were used by over 50 per cent of the 
respondents. 
As indicated by Kurtz•s5 findings, the three typing 
activities which caused some difficulty when they were first 
performed were: transcribing from shorthand notes, typing 
tabulations, and typing statistical reports. 
1 Moriarty, 2E• cit., pp. 67-68. 
2 Carse, ££• cit., p. 70. 
3 O'Brien, ££• £!!., p. 39. 
4 Kurtz, 2£• cit., p. 58. 
5 Ibid., P• 59. 
13 
Of all the typewriting activities, according to 
Moriartyl, the only activities which were checked by five or 
more respondents as needing further instruction in school 
were cutting stencils, typing legal documents, making master 
sheets for duplicators, and typing telegrams. 
MacDutfie2 stated that the adding-calculating machine 
was the most frequently used machine by the graduates. The 
courses studied at Skidmore indicated by the respondents in 
MacDuffie's3 study as being the most valuable were typewrit-
ing, shorthand, accounting, business English, and advertis-
ing in order of frequency of response. 
In the study by Cote4 of Bryant College graduates, the 
most valuable of the business courses were typewriting, 
accounting, and business English according to the graduates. 
MacDuffie's5study indicated a break down of bookkeeping 
activities performed by the business department graduates of 
Skidmore College. In Bookkeeping, 77 graduates indicated 
they performed petty cash duties; 26, filing; 14, bookkeeping 
(actual keeping of records); 6, payroll; 3, advertisement; 
2 reports; and 1, tax forms. 
1 Moriarty, £2• cit., p. 67. 
2 MacDuffie, ££• cit., p. 32. 
3 Loe. cit. 
--
4 ~' .2£· cit., p. 58. 
5 MacDuffie, ££• cit., p. 39. 
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A survey of the office machines courses and equipment 
available in Massachusetts done by Brownl revealed informa-
tion regarding 160, or 67 per cent, of the schools surveyed. 
Approximately one-half of the schools offered students only 
a working knowledge of the business machines, while one-
fourth of the schools provided only an acquaintanceship 
course, and even fewer schools trained their students to be 
vocationally competent. 
The findings from both Brownts2 and Nelson 1 s3 study 
indicated that the Burroughs adding machine and the Under-
wood Sunstrand were the most commonly used machines. 
Nelson4 also related that the mimeograph was the most 
common duplicator in use with almost three-fourths of the 
schools responding that they had a mimeograph. 
In a community survey of business firms by Walsh5, the 
findings showed that alphabetic filing, adding machine oper-
ation, and typing activities were the most frequently per-
formed activities reported by ·the total group of employees. 
1 Brown, Mary A., A Survey of the Equipment In The Office 
Machines Courses in the-State otlMassachusetts, Masterrs Thesis, 
Boston un!versity;-1~, p. 17:-
2 ~., PP• 17-19. 
3 Nelson, Anna K., A Survey of~ Office Machines Work 
in the Public High Schools 2f Florida ~ Special Emphasis ~ 
Equipment, Master's Thesis, Boston University, 1951, p. 35. 
4 Ibid., p. 38. 
5 Walsh, Barbara, A Community Survey of Business Fir.ms 
With I~lication for I!§roving the Business-Education Program 
~atiCk High SchOOl, atick, MaSsachusetts, Masteris Thesis, 
~ston University, 1951, P• 76. 
Walsh1 stated that the commonly mentioned activities of 
employees for training on the job were: telephoning, typ-
ing forms and routine records, figuring interest and dis-
count, and making out pay roll records. 
15 
Concerning the value of shorthand, Pedersen 1 s2 study 
revealed that fifty-seven, or 63 per cent, of the respond-
ents said that their ability to write shorthand was a defi-
nite factor in providing greater opportunities for employment. 
Pertaining to the value of shorthand, Kurtz3 stated 
that 88 per cent of the respondents reported that shorthand 
was a requirement for the position which they held. 
Pedersen4 cited that 50 per cent of the respondents 
reported that they used typewriting on the job less than ten 
hours per week at the time of the survey. 
In Turner•s5 follow-up of North Carolina College gradu-
ates, he found that more time was spent on typewriting. The 
time spent in typing ranged from 30 minutes to 8 hours. The 
approximate average amount of time spent in typing was two 
hours and 59 minutes each day. 
Typewriting ranked first, in MaoDuffie's6 study, with 
52 of the respondents placing it as the most helpful and 
1 ~., p. 76. 
2 Pedersen, 
.2E· .£.!!., p • 33-
3 Kurtz, .2E.· £!!., p. 60. 
4 Pedersen, ~· cit., p. 43. 
5 Turner, 
.2E.• ill·, p. 65 • 
6 MacDuffie, .2!?_· ill•, p. 27. 
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instrumental skill obtained in college. Shorthand ranked a 
close second with 50 respondents either naming the skill as 
most valuable or second in value. Nineteen graduates men-
tioned all knowledges and skills as helpful in obtaining 
first positions and nine included accounting. 
Moriartyl stated that typewriting was considered as the 
most helpful subject~ shorthand was second~ filing third~ 
and office practice fourth. 
The North Carolina College graduates in Tur.ner 1 s2 study 
showed that their first positions of employment were mainly 
secretarial. Thirty-five of the graduates of the business 
department reported their initial positions as secretarial~ 
13 as teachers, and 8 as stenographers. Twenty-one of the 
graduates were listed as clerks. 
In the study by Cote3 it was related that the most valu-
able of the business courses were typewriting~ accounting~ 
and business English, according to the graduates. 
Concerning first positions~ Phillips4 showed the use of 
shorthand on the first positions of the secretarial gradu-
ates of Maunt Ida. Eighty-five~ or 74.6 per cent,indicated 
that shorthand was used on the first position. 
1 Moriarty, ~· £!!., P• 65. 
2 Turner, 2£• £!!., P• 63. 
3 Cote, ££• ~., p. 58. 
4 Phillips~ £2• £!!·~ P• 75. 
17 
In the Pedersonl study, 103 Jackson College graduates, 
or 93 per cent, indicated satisfaction in positions held at 
the time of the study. 
Being properly prepared for initial employment plays an 
important role in satisfaction on the job. When graduates 
feel competent in their skills and background of training, 
they are better employees and ~appier ones as well. 
There is some agreement and some disagreement in the 
areas of employment sources, tests of employment, frequently 
perfor.med activities, and the value of specific subjects 
among the writers included in this chapter. 
In the following chapter the procedures followed in 
completing the study are presented in their proper order. 
1 Pedersen, 2£• £!1., P• 33. 
CHAPTER III 
PROCEDURES 
The steps taken in conducting this study were as 
follows: 
1. Permission was obtained from Miss Carolyn Chapman, 
Chairman of the Secretarial Department, and from 
Dean June Babcock to make the survey of the gradu-
ates of the executive secretarial curriculum at 
Lasell Junior College. 
2. A review of related literature was made to provide 
a background for the study. 
3. A questionnaire form for obtaining information 
about the graduates' preparation and the letter of 
transmittal were prepared and presented for correc-
tions to the class in Seminar in Business Education 
of Boston University. The form and letter were 
revised and written in final form. Samples are in 
the Appendix. 
4. From the alumnae office at Lasell Junior College, 
a mailing list of graduates was obtained. 
5. The questionnaire with an accompanying lettar of 
transmittal were mailed to 208 alumnae. 
6. The data received ~rom the questionnaires were 
tabulated and summarized. 
7. A~ter care~ul analysis, ~indings and recommenda-
tions were developed. 
19 
CHAPTER IV 
HISTORICAL BACKGROUND 
Lasell Junior College is located in Auburndale, Massa-
chusetts, a section of Newton and a suburb of Boston. Within 
a radius of less than a mile, transportation facilities are 
readily available to and from the city of Boston and outly-
ing areas via busses, rapid transit (MTA), and train service 
by the Boston and Maine Railroad. 
Lasell students have always enjoyed the historical, 
cultural, educational, and entertainment offerings in the 
Boston vicinity. 
Lovejoy! includes Lasell Junior College in his guide 
listings: 
Women's privately controlled institution; 
13th and 14th gre:dutes o:f liberal arts, 
medical technology and terminal programs 
including art, general and medical secre-
tarial studies, home economics, music, 
retailing; 3-year nursing; dormitory and 
dining hall; 600 students; A.A. and A.S. 
degrees conferred; regional accrediation; 
New England Association; 1 Summer Session 
term 7 weeks. 
Lasell Junior College is a member of the following: 
The New England Association of Colleges and Secondary 
1 Lovejoy, Clarence E., Lovejoz•s College Guide, New 
York: Simon and Schuster, 1956-1957, p. 130. 
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Schools, The New England Junior College Council, The American 
Association of Junior Colleges# and The American Council on 
Education. 
It is one of the oldest privately controlled junior 
colleges. According to Ruth Hopkins Spooner!, a 1923 gradu-
ate of Lasell Junior College, the founder, Edward Lasell, 
had vision and substantial backers to start "a female semi-
nary of a high order in 185l.tt The natural beauty and Chris-
tian atmosphere of the village seemed to be the proper 
location for such a school for young ladies. With the finan-
cial support of interested citizens, six and a half acres of 
land were purchased. A building was erected on a hilltop on 
Woodland Road, one of the most historic streets in Auburndale. 
tton November, 185l,n states Spoone:r2, rrthe Lasell Female 
- ~ -
Seminary opened its doors to 109 young ladies." 
-· 
Following the death of the founder in 1852, George W. 
Briggs and Josiah Lasell continued on with Edward Lasell's 
work as co-principals for eight years. Mr. Briggs then 
served as chief administrator at Lasell from 1861 to 1864. 
Under Charles W. Cushing's leadership, 1864-1874, ten 
business men of Boston bought the school in 1873 and made 
1 Spooner, Ruth Hopkins, Lasell's First Century 1851-
19$1, Boston: Rand Avery-Foredon Taylor# Inc., The Abbey 
Press, 1951, p. 5. 
2 ~·ill· 
Lasell a denominational school under Methodist contro1.1 
Charles c. Bragdon was principal from 1874-1908. Terminal 
work on the junior college level was offered as early as 
22 
Guy M. Winslow was the fifth principal of Lasell Semi-
nary from 1908-1947· Buildings purchased under his guidance 
for senior houses and a president's home blocked out the 
campus from Commonwealth Avenue at the northeast corner to 
222 Grove Street at the southwest.2 
The name of Lasell was changed by legislative action 
from Lasell Seminary to Lasell Junior College in 1932. By 
authority of the Massachusetts Legislature, Lasell grants 
the degrees of Associate in Art or Associate in Science to 
its graduates according to their curriculum. 
Raymond c. Wass was elected by Dr. Winslow to be the 
second president of Lasell Junior College. Following his 
retirement, leadership fell to Dr. Blake Tewksbury in 1960. 
An entering freshman today at Lasell must have gradu-
ated from an approved secondary school with a satisfactory 
record. A Scholastic Aptitude Test of the College Entrance 
Examination Board is required to be taken prior to accept-
ance. 
1 ~., P• 31. 
2 ~·· p. 102. 
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An erfective placement service is maintained for the 
Lasell students and graduates. The placement office sponsors 
a series of speakers who address interested groups of girls 
on the training requirements and employment possibilities of 
various specialized areas of employment. 
First Year 
EXECUTIVE SECRETARIAL PROGRAM 
1961-1962 
Credit Hours 
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First Semester Second Semester 
101-102 Freshman English 
101-102 Elementary Shorthand 
or 
103-104 Intermediate Shorthand 
111-112 Elementary Typewriting 
or 
113-114 Intermediate Typewriting 
12ls Business Arithmetic 
136s Business Law 
Liberal Arts subject required 
Orientation~~ 
Physical Education~:-
Second Year 
201-202 Advanced Shorthand 
211-212 Advanced Typewriting 
231-232 Secretarial Training 
237s Business Workshop 
223-224 Accounting 
or 
230-231 Principles of Economics 
Liberal Arts subject (s) required 
Physical Education* 
3 
4 
3-2 
3 
3-4 (1) 
(1) 
1.5-17 
4 
2 
2 
1 
3 
3-6 (1) 
1.5-18 
3 
4 
' (1) 
1.5-17 
4 
2 
2 
3 
4 (1) 
1.5-18 
* Course required, but does not carry academic credit. 
CHAPTER V 
. ANALYSIS AND INTERPRETATION OF THE DATA 
Of the 208 follow-up forms sent to the graduates of the 
executive secretarial curriculum at Lasell Junior College, 
138, or 66.3 per cent, were returned by the graduates and 8 
were returned with addresses unknown. Two of the 138 had 
never been employed following their graduation and were not 
considered in the compilation of the data. 
A·breakdown of the returns by classes is below in 
Table I. 
Class 
1956 
1957 
1958 
1959 
1960 
1961 
Totals 
TABLE I 
NUMBER AND PER CENT OF FOLLO'W..oUP FORMS 
RETURNED BY THE GRADUATES 
Follow-Up 
Forms Number 
Mailed Returned 
44 26 
40 20 
37 22 
22 17 
33 25 
32 28 
208 138 
Per Cent 
59.0 50.0 
59.4 
77.2 
75.7 
87.5 
66.6 
26 
The percentage of returns by classes was higher for the 
year 1961 than for any of the other five years. Twenty-
eight of the 32 forms sent, or 87.5 per cent, were returned 
from the class of 1961. The percentage of returns for the 
year 1959 was also high, with 17, or 77.2 per cent, of the 
22 sent being returned. The response of at least 50 per 
cent from each class was gratifying. 
As shown in Table II, 66 of the respondents, or 47.8 
per cent, were married at the time of the survey, while 72, 
or 52.2 per cent, were single. 
TABLE II 
MARITAL STATUS OF THE 138 RESPONDENTS 
Class Married Single 
1956 20 6 
1957 14 6 
1958 17 5 
1959 9 8 
1960 5 20 
1961 1 27 
Totals 66 72 
Per Cent 47.8 52.2 
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Table III shows the names of institutions attended by 
Lasell graduates and the courses taken for further improve-
ment. The number of courses completed in an area was not 
determined by the survey. As the data indicates, a variety 
of subject areas was pursued with at least one graduate from 
each class continuing her education with the exception af 
the class of 1956. Seven graduates attended Boston Univer-
sity. One each attended the remaining schools and colleges 
given in the table. 
TABLE III 
COURSES TAKEN AND INSTITUTIONS ATTENDED 
BEYOND JUNIOR COLLEGE LEVEL 
Name of Institution 1956 1957 1958 1959 1960 1961 Total 
Boston College 
(Philosophy) 0 0 0 1 0 0 1 
Boston University 
(Abnormal Psychology) 0 0 1 1 0 0 2 
(Accounting) 0 0 0 0 1 0 1 
(American Literature) 0 1 0 0 0 0 1 
(Business English and 
International Relations) 0 0 1 0 0 0 1 
(Personal Enrichment) 0 0 1 0 0 0 1 
(Secretarial Division) 0 0 0 0 0 1 1 
Fairleigh Dickinson 
University 
(Art Appreciation) 0 1 0 0 0 0 1 
Farmingdale University 
(Psychology) 0 0 0 0 1 0 1 
Hunter College 
(Economics) 0 1 0 0 0 0 1 
New Haven State Teachers 
College 
(Public Speaking) 0 0 0 0 1 0 1 
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Name of Institution 1956 1957 1958 1959 1960 1961 Total 
United States Power 
Squadron 
(Piloting) 0 1 0 0 0 0 1 
University College 
(English and French) 0 1 0 0 0 0 1 
University of Hartford 
(Psychology) 0 0 0 1 0 0 1 
Totals 0 5 3 3 3 1 15 
The names of positions held by the respondents since 
their graduation is shown in Table IV. One graduate in the 
class of 1956 and one in the class of 1960 had never been 
employed; therefore, the percentages used in future tables 
are based upon a total of 136 instead of the 138 as previous-
ly used. The position of secretary was the most frequently 
mentioned by the graduates with a total of 137 positions 
held since graduation. Other titles ranking moderately high 
were executive secretary, stenographer, legal secretary, and 
private secretary. 
Following Table IV is a listing of employers of the 
graduates. Banks and privately owned industries represent a 
large portion of the employers of the graduates. Banks pro-
vided employment for 15 graduates and insurance companies 
employed 17 graduates. Geographically, the graduates found 
placement in a number of states outside of New England. 
TABLE IV 
POSITIONS HELD BY GRADUATES 
Titles 1956 1957 1958 1959 1960 1961 
Accountant 0 0 l 0 0 0 
Agents• Secretary 0 0 0 0 l 0 
Assistant to News Director 0 0 0 0 1 0 
Bookkeeper 0 l 0 0 0 0 
Clerk GS3 0 l 0 0 0 0 
Clerk-Stenographer 2 l 0 l 0 0 
Dental Assistant 0 0 0 0 l 0 
Executive Secretary 0 4 2 2 1 2 
Financial Secretary 0 1 0 0 0 0 
General Office l 0 0 0 0 0 
Group Leader Secretary 0 0 0' 2 0 0 
Junior Clerk 0 0 l 0 0 0 
Junior Estates Clerk 0 0 0 0 0 l 
Junior Executive Secretary 0 2 0 0 0 0 
Junior Secretary 0 l l 0 0 0 
Laboratory Secretary 0 0 0 l 0 0 
Legal Secretary 2 0 3 3 l l 
Medical Secretary 0 0 1 2 0 0 
No Title 0 1 0 0 0 1 
Office Clerk 0 0 0 0 0 l 
Personal Clerk 1 0 0 0 0 0 
Private Secretary 3 1 4 0 1 1 
Project Secretary 0 0 0 0 1 0 
Radio-Television Time Buyer 0 1 0 0 0 0 
Receptionist 0 0 0 0 1 0 
Research Secretary 0 0 0 0 l 0 
Sales Correspondent l 0 0 0 0 0 
Sales Secretary 0 0 l 0 0 0 
Secretary 26 25 25 20 22 19 
Secretary and Accountant 0 l 0 0 0 0 
Secretary and Assistant 
Bookkeeper 0 0 0 1 0 0 
Secretary-Receptionist 1 0 1 0 l 2 
Secretary-Stenographer l l l 0 0 l. 
Senior Secretary 2 0 0 0 0 0 
Statistical Clerk l 0 0 0 0 0 
Stenographer 2 5 l 0 1 2 
Stenographer-Receptionist 0 0 2 0 0 0 
Stenographer-Typist 0 0 0 0 0 1 
Technical Typist l 0 0 0 0 0 
Typist-Clerk 0 0 0 0 l l 
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Total 
l 
l 
1 
l 
l 
4 
l 
ll 
l 
l 
2 
1 
l 
2 
2 
l 
10 
3 
2 
l 
1 
10 
l 
1 
1 
1 
l 
1 
137 
1 
1 
5 
4 
2 
l 
11 
2 
1 
l 
2 
" 
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TABLE IV-A 
EMPLOYERS OF GRADUATES OF THE CLASSES OF 1956-1961 
Employer and 
Location of Business 1956 1957 1958 1959 1960 1961 
Aluminum Company of America 
Providence, Rhode Island 0 1 0 0 0 0 
Pittsburgh, Pennsylvania 0 0 0 1 0 0 
American Biltrite Company 
Chelsea, Massachusetts 0 0 0 1 0 0 
American Cancer Society 
Boston, Massachusetts 1 0 0 0 0 0 
American Optical Company 
Chelsea, Massachusetts 0 0 0 1 0 0 
American Telephone & Tele-
graph Company 
Wayne, Pennsylvania 1 0 0 0 0 0 
Anderson, Leroy 
Chatham, Massachusetts 1 0 0 0 0 0 
Arabian American Oil 
New York, New York 0 1 0 0 0 0 
Arnold & Company 
Boston, Massachusetts 0 0 0 1 0 0 
B. F. Goodrich 
New York, New York 0 2 0 0 0 0 
Bailey Meter Company 
Belmont, Massachusetts 0 0 0 0 0 1 
Bates, Ted 
New York, New York 1 0 0 0 0 0 
Bell Telephone Laboratories 
New York, New York 1 1 0 0 0 0 
Whippany, New Jersey 0 1 0 0 0 0 
Berry-Hill Corporation 
Providence, Rhode Island 0 0 0 1 0 0 
Beth Israel Hospital 
Boston, Massachusetts 0 0 1 0 0 0 
Bethlehem Steel Company 
Boston, Massachusetts 0 0 0 1 0 0 
Blitz, Clarence 
Atlantic City, New Jersey 0 1 0 0 0 0 
Borden Chemical Company 
Peabody, Massachusetts 0 0 1 0 0 0 
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Employer and 
Location of Business 1956 1957 1958 1959 1960 1961 
Boston University Law School 
Boston, Massachusetts 0 
Bowker-Payson Insurance 
Agency, Inc. 
Brookline, Massachusetts 1 
Brainard, Richard and Duane, 
Will lam 
Boston, Massachusetts 0 
Burndy Corporation 
Norwalk, Connecticut 0 
Burroughs, R. P., Company, Inc. 
Manchester, New Hampshire 0 
Business Extension Bureau 
San Francisco, California 0 
Cabot Corporation 
Cambridge, Massachusetts 0 
Cahners Publications 
Boston, Massachusetts 0 
Carrier Corporation 
Syracuse, New York 0 
Carroll Travel Bureau 
Springfield, Massachusetts 0 
Chase, John P., Inc. 
Boston, Massachusetts 0 
Clark Real Estate 
Syracuse, New York 0 
Clarostat 
Dover, New Hampshire 0 
Clevite 
Waltham, Massachusetts 0 
Connecticut General Life 
Insurance Company 
Hartford, Connecticut 0 
Manchester, New Hampshire 0 
Connecticut Light & Power 
Company 
Meriden, Connecticut 0 
Connecticut Mutual Life 
Insurance Company 
Hartford, Connecticut 0 
Continental Can Company 
New York, New York 0 
0 
0 
0 
0 
0 
0 
0 
1 
1 
0 
1 
1 
1 
0 
1 
0 
0 
0 
0 
0 
0 
1 
1 
1 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
1 
0 
1 
0 
0 
0 
0 
0 
0 
0 
1 
0 
0 
1 
0 
0 
0 
0 
0 
0 
1 
0 
0 
0 
0 
0 
0 
0 
1 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
1 
1 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
2 
0 
0 
0 
0 
0 
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Employer and 
Location of Business 1956 1957 1958 1959 1960 1961 
Curtis Publishing Company 
Boston~ Massachusetts 0 0 0 0 0 1 
Philadelphia~ Pennsylvania 0 0 0 0 1 0 
Danaher, Lewis & Tamoney 
Hartford, Connecticut 0 0 0 1 0 0 
Dennison Manufacturing 
Company 
Framingham~ Massachusetts 0 0 0 0 1 0 
Division of United Aircraft 
Hartford, Connecticut 0 2 0 0 0 0 
DuMont Laboratories 
Clifton, New Jersey 0 0 0 0 0 1 
Eastern Gas and Fuel 
Boston, Massachusetts 2 0 0 0 0 0 
Eastman Kodak Company 
Rcchester, New York 1 0 0 0 0 0 
Ehrbar Equipment Company 
Union, New Jersey 1 0 0 0 0 0 
Engelhard Industries 
Newark, New Jersey 0 1 0 0 0 0 
Epsco, Inc. 
Cambridge, Massachusetts 0 0 1 0 0 0 
Ernst & Ems t 
Worcester, Massachusetts 0 0 0 0 0 1 
Esso International, Inc. 
New York, New York 0 1 0 0 0 0 
Ethic on 
-----, New Jersey 0 0 0 0 1 0 
Fenwal, Inc. 
Framingham, Massachusetts 0 0 0 0 0 1 
First National Bank of Boston 
Boston, Massachusetts 0 0 0 0 0 2 
First National Bank of Glens 
Falls 
Glens Falls, New York 0 0 1 0 0 0 
First New Haven National Bank 
New Haven, Connecticut 1 0 0 1 0 0 
Fox, George, Dr., and 
Flynn, C. T.' Jr., Dr. 
Meriden, Connecticut 0 0 0 1 0 0 
Fram Corporation 
Providence, Rhode Island 0 0 1 0 0 0 
"' 
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Employer and 
Location of Business 1956 1957 1958 1959 1960 1961 
Frawley, Stephen, Dr. 
Brookline, Massachusetts 0 0 0 1 0 0 
Freeport Sulphur 
New York, New York 0 2 0 0 0 0 
Fruchtbaum, J.' Consulting 
Engineers 
Buffalo, New York 0 1 0 0 0 0 
Fuller Brush Company 
East Hartford, Connecticut 0 0 0 0 0 1 
General Electric 
Pittsfield, Massachusetts 0 0 0 0 0 1 
General Electric Atomic Power 
San Jose, California 0 0 0 0 1 0 
General Electric Knolls Atomic 
Power Laboratory 
Schnectady, New York 2 0 0 0 0 0 
General Foods Corporation 
White Plains, New York 0 0 2 0 0 0 
Gene~al Precision, Inc. 
Pleasantville, New York 0 0 2 0 0 0 
General Radio Company 
Concord, Massachusetts 0 0 1 0 0 0 
Gillette Safety Razor Company 
Boston, Massachusetts 0 0 0 0 2 0 
Gourlie, w. H., Company 
Hartford, Connecticut 0 1 0 0 0 0 
Gratz, William, R., Company 
Lynbrook, New York 0 0 0 1 0 0 
Greene-Shaw Company, Inc. 
Newton, Massachusetts 0 0 0 0 0 1 
Gulf Oil Corporation 
Philadelphia, Pennsylvania 1 0 0 0 0 0 
The Gunnery School 
Washington, Connecticut 0 0 0 1 0 0 
Halbert & Kanter 
Philadelphia, Pennsylvania 0 0 1 0 0 0 
Hale and Do~r (Attorneys) 
Boston, Massachusetts 1 0 0 0 0 0 
Hamilton Standard Division of 
United Aircraft Corporation 
Windsor Locks, Connecticut 1 0 0 0 0 0 
"' 
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Employer and 
Location of Business 1956 1957 1958 1959 1960 1961 
Hardie, Gambling, Sims & 
Galatzan (Attorneys) 
El Paso, Texas 0 0 0 1 0 0 
Harvard University 
Cambridge, Massachusetts 0 1 0 0 0 0 
Hartford Electric Light 
Company 
Wethersfield, Connecticut 0 0 0 1 0 0 
Hay & Dailey 
Boston, Massachusetts 0 0 0 0 0 1 
Hercules Powder Company 
Wilmington, Delaware 0 0 1 0 0 0 
Hill and Knowlton, Inc. 
New York, New York 0 0 0 0 0 1 
Holbrook Lumber Company 
Springfield, Massachusetts 0 1 0 0 0 0 
Holo-Krome Screw Corporation 
Elmwood, Connecticut 0 0 0 0 1 0 
Home Savings Bank 
Boston, Massachusetts 0 1 0 0 0 0 
Hopkins & Tait (Attorneys) 
Chittenango, New York 0 1 0 0 0 0 
Hotel Vendome 
Boston, Massachusetts 0 0 1 0 0 0 
Hunt Foods, Inc. 
Newark, New Jersey 1 0 0 0 0 0 
I. B. M. Corporation 
Beth, Maryland 0 0 1 0 0 0 
Hartford, Connecticut 0 0 0 1 0 0 
Worcester, Massachusetts 0 0 0 0 1 0 
I. B. M. World Trade Corporation 
New York, New York 0 0 0 1 0 0 
I. T. T. 
New York, New York 1 0 0 0 0 0 
Institute for Defense Analysis 
Washington, D. c. 0 0 0 0 1 0 
Institute for Essential Housing 
Wayne, Pennsylvania 0 0 0 1 0 0 
Internal Revenue Service 
Boston, Massachusetts' 0 0 1 0 0 0 
International Electric Corp. 
Paramus, New Jersey 0 0 1 0 0 0 
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Employer and 
Location at' Business 1956 1957 1958 1959 1960 1961 
International Latex Corp. 
Dover, Delaware 0 0 1 0 0 0 
Irons, Birch, Swindler, McKie 
Washington, D. c. 0 1 0 0 0 0 
Irving Trust Company 
New York, New York 0 0 0 0 0 1 
Jacobs, J., J., &: Jacobs 
New Haven, Connecticut 0 0 0 0 1 0 
John Alden &: Company, Inc. 
Boston, Massachusetts 0 0 1 0 0 0 
John Hancock Insurance 
Company 
Boston, Massachusetts 0 0 1 0 0 0 
KWRL Radio Station 
Riverton, Wyoming 1 0 0 0 0 0 
Kaman Aircraft Corporation 
Bloom.f'ield, Connecticut 0 0 1 0 0 0 
Katz, Harold; Berlin, Gerald; 
Waldstein, George (Attorneys) 
Boston, Massachusetts 0 0 1 0 0 0 
Keene Clinic 
Keene, New Hampshire 0 0 0 1 0 0 
Kelly Girl Service 
Philadelphia, Pennsylvania 1 0 0 0 0 0 
Kelly Girls, Inc. 
San Francisco, California 0 1 0 0 0 0 
Kellogg, M. W. 
New York, New York 1 0 0 0 0 0 
Kenyon &: Eckhardt 
Boston, Massachusetts 0 1 0 0 0 0 
Kieb, Ormonde A.. 
Newark, New Jersey 1 0 0 0 0 0 
Knight, Ewen, Corporation 
Natick, Massachusetts 0 0 0 0 1 0 
Kollmorgen Corporation 
Northampton, Massachusetts 0 0 0 0 0 1 
Life Magazine 
New York, New York 0 0 0 0 1 0 
Little, Arthur D., Inc. 
Cambridge, Massachusetts 0 0 1 1 1 0 
Lansdale Porcelain Enamel Corp. 
Lansdale, Pennsylvania 1 0 0 0 0 0 
Employer and 
Location of Business 1956 1957 1958 1959 1960 1961 
Lincoln Laboratory 
Lexington, Massachusetts 1 0 0 0 0 0 
Lockheed Electronics Company 
Plainfield, New Jersey 0 0 0 0 1 0 
Locmir-Sayles 
Boston, Massachusetts 0 0 0 0 1 0 
Larcom Randall Advertising, Inc. 
Boston, Massachusetts 0 2 0 0 0 0 
Larkin & Pickett (Attorneys) 
Waterbury, Connecticut 0 0 0 1 0 0 
Long Island Lighting Company 
Brentwood, New York 0 0 0 0 1 0 
Lowenstein, M., & Sons, Inc. 
New York, New York 0 0 0 0 1 0 
Ludlow Manufacturing Company 
Needham, Massachusetts 1 0 0 0 0 0 
Marshall, A. G. (Attorney) 
New Haven, Connecticut 0 0 1 0 0 0 
Massachusetts Institute of 
Technology 
Cambridge, Massachusetts 
Massachusetts Institute of 
0 0 1 0 0 0 
Technology Lincoln Laboratory 
Lexington, Massachusetts 0 0 0 0 0 1 
Massachusetts Mutual Insurance 
Company 
Newark, New Jersey 0 0 0 1 0 0 
Springfield, Massachusetts 0 0 0 0 1 0 
McCann-Erickson 
New1~vr~, New York 0 1 0 0 0 0 
Mealtime Management 
New Haven, Connecticut 0 0 0 0 0 1 
Monarch Life Insurance Company 
Springfield, Massachusetts 0 1 0 0 0 0 
Murray Printing Company 
Forge Village, Massachusetts 0 0 0 0 0 1 
New England Mutual Life Insur-
ance Company 
Boston, Massachusetts 0 0 0 0 0 1 
New England Winter-Sports, Inc. 
Boston, Massachusetts 0 0 0 1 0 0 
New York Life Insurance Company 
" 
New Haven, Connecticut 0 0 0 0 1 0 
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Employer and 
Location of Business 1956 1957 1958 1959 1960 1961 
Nichols, John T. 
Boston, Massachusetts 0 0 0 0 1 0 
Norfolk County Trust Company 
Needham, Massachusetts 0 0 0 0 1 0 
Northeastern University 
Boston, Massachusetts 2 0 0 0 0 1 
Norwalk Hospital 
Norwalk, Connecticut 0 0 1 0 0 0 
Olin Mathieson Chemical Corp. 
New Haven, Connecticut 1 0 0 0 0 0 
Oomonel Press 
Meriden, Connecticut 0 0 0 0 1 0 
Osborne Secretarial Service 
Arlington, Massachusetts 1 0 0 0 0 0 
Pan American Petroleum 
Riverton, Wyoming 1 0 0 0 0 0 
Parks, Earle c. 
Boston, Massachusetts 0 0 0 0 1 0 
Pawtucket Institute for Savings 
Pawtucket, Rhode Island 1 0 0 0 0 0 
Payson, H. M., & Company 
Portland, Maine 0 0 0 0 0 1 
Peabody, Koufman & Brewer 
Boston, Massachusetts 0 0 0 1 0 0 
Peoples Trust Company 
Glen Rock, New Jersey 0 0 0 1 0 0 
Phoenix Insurance Company 
Hartford, Connecticut 0 0 0 0 1 0 
Pitney-Bower, Inc. 
Stamford, Connecticut 0 0 0 0 0 1 
Flax Corporation 
Bloomfield, Connecticut· 0 0 1 0 0 0 
Polaroid Corporation 
Cambridge, Massachusetts 0 0 0 1 0 0 
Pratt & Whitney Aircraft 
Hartford, Connecticut 1 2 1 0 1 0 
North Haven, Connecticut 0 1 0 0 0 0 
The Provident Institution for 
Savings 
Boston, Massachusetts 0 0 0 0 1 0 
Public Service Company of 
" 
New Hampshire 
Laconia, New Hampshire 0 1 0 0 0 0 
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Employer and 
Location of Business 1956 1957 1958 1959 1960 1961 
Raytheon Company 
Andover, Massachusetts 0 0 1 0 0 0 
Waltham, Massachusetts 0 0 1 1 0 1 
Wayland, Massachusetts 0 1 0 0 0 0 
Real, Marwick, Mitchell 
Hartford, Connecticut 0 1 0 0 0 0 
Reynolls, Robert and Gossling, 
Harry (Doctors) 
Hartford, Connecticut 0 0 1 0 0 0 
Robinson, Donovan, Campbell, 
Maddan (Attorneys) 
Springfield, Massachusetts 0 1 0 0 0 0 
Sadler Insurance Agency 
Nashua, New Hampshire 0 0 1 0 0 0 
Saturday Evening Post 
Washington, D. C. 0 0 1 0 0 0 
Schenley Industries 
New York, New York 0 1 0 0 0 0 
Schering Corporation 
Bloom£ield, New Jersey 0 0 0 0 0 1 
Seidel, N., Attorney 
Easton, Pennsylvania 0 1 0 0 0 0 
Social Legal Counseling Board 
Hartford, Connecticut 0 1 0 0 0 0 
Socony Mobil Oil Company 
New York, New York 0 0 0 0 0 1 
South Congregational Church 
Hartford, Connecticut 0 1 0 0 0 0 
Sprackels Sugar Company 
San Francisco, California 1 0 0 0 0 0 
State Street Bank & Trust Co. 
Boston, Massachusetts 0 0 1 0 1 2 
Steinhaus, Richard 
New York, New York 0 0 0 0 0 1 
Ster.nig, Martin, D.D.S. 
Bay Shore, New York 0 0 0 0 1 0 
Sylvania Electric 
Needham, Massachusetts 1 0 0 0 0 0 
Waltham, Massachusetts 2 0 0 0 0 0 
Woburn, Massachusetts 1 0 0 0 0 0 
Thomas Fazio Laboratories 
Auburndale, Massachusetts 0 0 0 1 0 0 
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Employer and 
Location of Business 1956 1957 1958 1959 1960 1961 
Transport Insurance Agency 
Boston, Massachusetts 0 0 1 0 0 0 
The Travelers Insurance Company 
Hartford, Connecticut 1 0 0 0 1 0 
Worcester, Massachusetts 0 0 1 0 0 0 
Truex, E. H., Jr., M.D. 
Hartford, Connecticut 0 0 1 0 0 0 
Union Carbide Chemicals Company 
Needham, Massachusetts 0 1 0 0 0 0 
Union Carbide Corporation 
Needham, Massachusetts 0 1 0 0 0 0 
Union Mutual Life Insurance 
Company 
Boston, Massachusetts 0 0 0 1 0 0 
The Union & New Haven Trust 
Company 
New Haven, Connecticut 0 0 0 0 0 1 
United States Air Force 
Bedford, Massachusetts 2 0 0 0 0 0 
Wiesbaden, Germany 0 1 0 0 0 0 
United States Army 
Charleston, North Carolina 1 0 0 0 0 0 
Fort Sill, Oklahoma 1 0 0 0 0 0 
United States Army Hospital 
Fort Dix, New Jersey 1 0 0 0 0 0 
United States Chamber of 
Commerce 
Washington, D. c. 0 0 1 0 0 0 
United States Department of 
Agriculture 
Durham, New Hampshire 0 1 0 0 0 0 
Washington, D. c. 1 0 0 0 0 0 
United States Envelope Company 
Springfield, Massachusetts 0 0 0 1 0 0 
University of Pennsylvania 
Philadelphia, Pennsylvania 0 1 0 0 0 0 
University of Rhode Island 
Kingston, Rhode Island 0 0 0 0 0 1 
Vogt, Henry, Machine Company 
Clayton, Missouri 1 0 0 0 0 0 
WHEC, Inc. 
"' 
Rochester, New York 0 0 0 0 1 0 
Walnut Hill School 
Natick, Massachusetts 0 0 0 1 0 0 
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Employer and 
Location of Business 1956 1957 1958 1959 1960 1961 
Warner-Lambert Pharmaceutical 
Company 
New York, New York 1 0 0 0 0 0 
West Side Presbyterian Church 
Ridgewood, New Jersey 0 0 1 0 0 0 
Western Electric Company 
Allentown, Pennsylvania 1 0 0 0 0 0 
Westinghouse 
Metuchen, New Jersey 0 1 0 0 0 0 
Wiggin & Dana Law Fir.m 
New Haven, Connecticut 0 0 0 0 0 1 
Wyman-Gordon Company 
Worcester, Massachusetts 1 0 0 0 0 0 
Yates, J. F., Inc. 
New Haven, Connecticut 0 0 0 0 1 0 
Young & Ru.bicam 
New York, New York 0 0 0 0 1 0 
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TABLE V 
SOURCES OF PLACEMENT OF GRADUATES 
Sources 1956 1957 1958 1959 1960 1961 Total 
Friend or Relative 11 11 11 11 10 11 65 
Commercial Agency 7 10 5 10 6 3 41 
Advertisement 7 10 7 3 4 4 35 
Placement Bureau at Lasell 4 3 4 4 6 7 28 
Employer's Personnel 
Office 10 7 3 1 1 1 23 
Letter of Application 1 3 6 1 3 6 20 
United States Employment 2 0 1 1 4 0 8 
Civil Service 4 2 1 0 0 1 8 
Request by Employer 2 0 3 2 0 0 7 
Massachusetts State 
Employment 0 1 0 0 0 2 3 
New York State Employment 0 1 1 0 0 0 2 
New Jersey State 
Employment 0 1 0 0 0 0 1 
Babson Placement Bureau 0 0 0 1 0 0 1 
11Lucky11 Conversation 0 1 0 0 0 0 1 
Totals 48 50 42 34 34 35 243 
Sixty-five, or 26.8 per cent, of the graduates obtained 
their positions through a friend or relative as shown in the 
findings in Table V. Next in rank was the commercial agency 
with a total of 41, or 16.9 per cent; advertisement with 35, 
or 14.5 per cent; the placement bureau at Lasell with 28, or 
11.6 per cent; and the employer's personnel office with 23, 
or 9.5 per cent of the total. Others in decreasing importance 
were letter of application, civil service, and United States 
Ernp loym.en t. 
TABLE VI 
WHEN FIRST POSITION OF EMPLOYMENT WAS RECEIVED 
Time of Employment 1956 1957 1958 1959 1960 1961 Total 
Immediately after 
graduation 9 13 13 8 9 13 65 
Before graduation 9 4 7 6 9 8 43 
Within three months 
after graduation 5 3 2 2 6 5 23 
Within one year after 
graduation 1 0 0 1 0 2 4 
No response 1 0 0 0 0 0 1 
Totals 25 20 22 17 24 28 136 
The length of time between graduation and initial 
employment is shown in Table VI. Sixty-fmv.e, or 48 per 
cent, of the respondents obtained employment immediately 
after graduation from Lasell. Forty-three, or 32 per cent, 
indicated that employment had been obtained before gradua-
tion. Within three months after graduation, 23, or 17 per 
cent, were employed. Four, or 3 per cent, were employed 
within one year after graduation. 
43 
TABLE VII 
TESTS ADMINISTERED PRIOR TO EMPLOYMENT 
Tests 1956 1957 1958 1959 1960 1961 Total 
Typewriting 16 16 16 6 13 15 82 
Shorthand 15 16 17 6 13 14 81 
Aptitude 5 6 9 3 7 7 37 
Intelligence 2 6 8 2 5 10 33 
None 7 1 3 8 5 8 32 
Personality 5 3 4 2 9 6 30 
Mathematics 3 3 4 2 7 5 24 
Spelling 1 0 l 1 0 1 4 
Vocabulary 0 0 1 0 0 1 2 
Government Security 0 0 1 0 0 1 2 
Civil Service 0 1 0 0 0 1 2 
American Vocational 
As so cia tion 0 0 0 0 1 0 1 
Transcription 0 0 0 0 0 1 1 
Spelling and Grammar 0 0 0 0 1 0 1 
Minnesota Clerical 0 0 0 0 0 1 1 
Filing Speed 0 1 0 0 0 0 1 
Totals 54 53 64 30 61 72 334 
The most commonly administered employment tests, as shown 
in Table VII, were the typewriting and shorthand tests, with 
a total o~ 82, or 24.1 per cent, and 81, or 23.8 per cent, 
respectively reported. Aptitude tests ranked ~airly high in 
frequency of use, with a total of 37, or 10.9 per cent, respond-
ing; intelligence tests were next with 33, or 9.7 per cent. 
Personality tests were taken by 30, or 8.9 per cent, o~ the 
respondents. Also ranking much higher than the remaining in 
the list was mathematics with a total o~ 24, or 7.1 per cent. 
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Tests in spelling, vacabulary, government security, and civil 
service were taken by a ~ew. No other test was taken by 
more than two graduates. 
Thirty-two of the total of 138 respondents were not 
required to take any examination prior to employment. This 
indicates the importance placed upon a prospective employee's 
school record. Since a number of the graduates were employed 
by small concerns or by individuals, testing would often be 
eliminated as a basis o~ determining suitability for inttial 
employment. 
As shown in Table VIII, 43, or 30.1 per cent, o~ the 
respondents indicated that salary increases were given only 
upon recommendations by supervisors or superiors; while 41, 
or 28.7 per cent, indicated that increases were given at 
stated intervals. In this latter grouping no further in~or­
mation was indicated concerning the time element involved. 
A.·~total o~ 23, or 1.5.9 per cent, of the respondents indicated 
that there was no stated policy. Less frequently mentioned 
patterns were increases granted automatically yearly, granted 
every six months, and granted six months then yearly. 
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TABLE VIII 
PATTERN OF SALARY INCREASES BY EMPLOYERS 
Manner of Increases 1956 1957 1958 1959 1960 1961 Total 
Only Upon Recommendation 
By Supervisor of 
Superiors 14 1 7 2 10 9 4-3 
Granted at Stated 
Intervals 10 6 2 7 8 8 41 
No Stated Policy 2 4 3 5 2 7 23 
Automatic Granted Yearly 2 0 3 0 1 2 8 
Granted Every Six Months 0 0 1 1 3 0 5 
Granted at Six Months 
Then Yearly 0 0 1 1 2 1 5 
Satisfactory Progress 
Must be Sho'Wll 0 0 2 0 1 1 4-
Granted After Six Months 0 0 0 0 0 2 2 
Granted Every Three Months 0 0 0 0 2 0 2 
Periodic Review--Frequency 
Depends on Length of 
Employment 0 1 0 0 0 1 2 
Granted After Three Months 
Then Yearly 0 0 0 0 0 1 1 
Small Raise Yearly With 
Large Christmas Bonus 0 1 0 0 0 0 1 
Large Increases or Civil 
Service Grade Raises 
Upon Superiors' 
Recommendation 0 0 1 0 0 0 1 
Merit Raises at Top of 
Classification 0 0 0 1 0 0 1 
Upon Request 0 0 0 1 0 0 1 
Every Four Months First 
Year--Reviewed on Merit 
Basis Then Less Often 0 0 1 0 0 0 1 
Salary Review Twice Yearly 
And Raise at Least Yearly 0 
One $5 Weekly Raise in 
1 0 0 0 0 1 
Three Months--Then No 
Policy 1 0 0 0 0 0 1 
Anniversary Review 0 0 1 0 0 0 1 
Increases Based an.Economy 1 0 0 0 0 0 1 
Totals 30 13 22 18 29 32 144 
TABLE IX 
ARE THE SECRETARIAL GRADUATES SATISFIED 
WITH THEIR PRESENT POSITIONS? 
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Job Satisfaction 1956 1957 1958 1959 1960 1961 Total 
Satisfied 
Not Satisfied 
No Response 
Totals 
20 
0 
5 
25 
12 
1 
7 
20 
14 
0 
8 
22 
14 21 
0 2 
3 1 
17 24 
25 106 
3 6 
0 24 
28 136 
A total of 106 graduates, or 77.9 per cent, indicated 
satisfaction with their positions, according to Table IX. 
Dissatisfaction with positions as indicated by six 
respondents was partially due to the fact that they were 
not using skills which they had acquired at Lasell. And in 
some cases the respondents were in the process of obtaining 
a transfer to another position. Several would like to have 
an opportunity to use more shorthand in their work. 
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TABLE X 
NUMBER OF RESPONDENTS ENCOURAGED BY EMPLOYERS TO 
ATTEND SPECIAL INSTRUCTIONAL CLASSES FOR IMPROVING SHORTHAND 
Attendance 
Encouraged 1956 1957 1958 1959 1960 1961 Total 
Yes 1 2 0 2 0 5 10 
No 16 12 20 13 24 22 107 
No Response 8 6 2 2 0 1 19 
Totals 25 20 22 17 24 28 136 
Table X above shows that 107, or 78.7 per cent, of the 
graduates were not encouraged to attend special classes to 
improve their shorthand. Whereas, 10, or 7.4 per cent, were 
encouraged by employers to improve their skill. 
A 1959 graduate stated that, "employees are encouraged 
to attend or take any course that would be beneficial to 
their work. If the course is beneficial to their work, 
International Business Machines will assume the expense." 
48 
TABLE XI 
NUMBER OF RESPONDENTS ENCOURAGED BY EMPLOYERS TO ATTEND 
SPECIAL INSTRUCTIONAL CLASSES FOR IMPROVING TYPEWBITING 
Attendance 
Encouraged 1956 1957 1958 1959 1960 1961 Total 
Yes 0 2 0 1 0 3 6 
No 17 12 20 13 24 25 111 
No Response 8 6 2 3 0 0 19 
Totals 25 20 22 17 24 28 136 
The £indings in Table X closely resemble those in 
Table XI above. A total of 111, or 81.6 per cent, respond-
ents were not encouraged by their employer to attend special 
classes £or improving their typewriting. The greatest 
number responding in the af£ir.mative to this were members of 
the class of 1961; three stated that they were encouraged to 
attend classes. 
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TABLE XII 
NUMBER OF SPECIAL INSTRUCTIONAL CLASSES ON NEW 
EQUIPMENT ATTENDED BY GRADUATES 
Attendance 
Yes 
No 
No Response 
Totals 
1956 1957 1958 1959 1960 1961 Total 
2 
15 
8 
1 2 
13 18 
6 2 
0 3 
15 21 
2 0 
3 11 
24 106 
1 19 
25 20 22 17 24 28 136 
Table XII indicates the number of graduates who attended 
special classes on new equipment. This table shows that 
106, or 77.9 per cent, of the graduates did not attend any 
special classes for instruction on new equipment. A total 
of 19, or 14 per cent, did not respond to this question, and 
11, or 8.1 per cent, respondents answered in the affirmative. 
Number 
TABLE XIII 
NUMBER OF RESPONDENTS CONSULTED ON THE 
PURCHASE OF EQ,UIPMENT 
50 
Consulted 1956 1957 1958 1959 1960 1961 Total Per Cent 
Consulted 10 10 17 11 14 13 75 55.1 
Not Consulted 7 5 4 4 10 15 45 33.1 
No Response 8 5 1 2 0 0 16 11.8 
Totals 25 20 22 17 24 28 136 100.0 
The number of graduates consulted Gn the purchase of 
equipment and supplies is shown in Table XIII. Seventy-
five respondents, or 55.1 per cent, were consulted on the 
purchase of equipment. Forty-five, or 33.1 per cent, were 
not consulted. 
TABLE XIV 
APPROXIMATE AMOUNT OF TI~lli RESPONDENTS 
SPENT DAILY IN TAKING DICTATION 
Time 1956 1957 1958 1959 1960 1961 Total 
One Hour 4 ':.4 8 4 5 ~ 29 Two Hours 4 ~.!) 4 3 4 26 
One-half Hour 6 1 3 2 3 6 21 
No Response 8 5 0 1 1 0 15 
Three Hours 0 3 2 1 1 2 9 
Four Hours 0 1 0 2 0 0 3 
One-Two Hours 0 0 1 1 1 0 3 
Three-Four Hours 0 0 0 0 1 0 1 
One-quarter Hour 1 0 0 0 0 0 1 
Other 2 3 4 3 8 8 28 
Totals 25 20 22 17 24 28 136 
51 
Per Cent 
21.5 
19.1 
15.5 
11.0 
6.7 
2.2 
2.2 
.1 
.1 
21.6 
100.0 
The findings in Table XIV show the approximate amount 
of time spent by the graduates in taking dictation each day. 
In several cases the dictaphone was used in addition to 
shorthand; while in four cases the dictaphone was used 
exclusively. 
A total of 29, or 21.4 per cent, of the respondents 
spent one hour daily in taking dictation; 26, or 19.1 per 
cent, spent two hours; and 21, or 15.4 per cent, spent half 
an hour daily in taking dictation. Other responses not enum-
erated were those expressed in ter.ms of weekly time spent in 
taking dictation ranging from one to six hours weekly. 
BOSTON UNIVERSIT'G 
E'.DUCATION LIBRARY. 
Year 
1956 
1957 
1958 
1959 
1960 
1961 
Totals 
TABLE XV 
VALUE OF GRADUATES' SHORTHAND ABILITY 
IN ACQUIRING THEIR EMPLOYMENT 
Needed For Not No 
Employment Essential Response Total 
ll.t. Lt. 7 25 
19 1 0 20 
17 Lt. 1 22 
13 4 0 17 
20 q_ 0 24 
2l.t. Lt. 0 28 
107 21 8 136 
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Per Cent 
Needed 
60.9 
95.0 
80.9 
76.5 
83.3 
85.7 
Shorthand ability was found to be valuable by the 
graduates in acquiring their employment according to the 
findings in Table XV. The responses of the graduates of the 
class of 1957 indicate that 19, or 95 per cent, needed short-
hand ability for employment. Twenty-four, or 85.7 per cent, 
of the 1961 graduates indica~the value of their shorthand; 
20, or 83.3 per cent, of the 1960 graduates; and 17, or 80.9 
per cent, of the 1958 graduates indicate the importance of 
shorthand. Of the total respondents 107, or 78.6 per cent, 
felt that shorthand ability was needed for employment. 
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The responses to the following question in the follow-
up form were not tabulated: "Were the practice dictation 
phonograph records at Lasell valuable to you in improving 
your shorthand speed?". The institution of these records 
in the college library for the use of students is relatively 
new and,therefore, the classes of 1959 through 1956 had 
never used the records and were vague in their responses. 
In general the classes of 1960 and 1961 approved of the 
use of the records. Of 48 responses to this question, 10 
felt that the records were of some value to them. Respondents 
felt that the records were valuable in providing various 
voices for dictation and drill on different speed levels. 
One felt they were unrealistic. And one stated that the 
setting up of material was made much easier and speed was 
improved, as well as accuracy, through the use of the 
practice records. 
TABLE XVI 
DO THE GRADUATES FRE~UENTLY HAVE TABULATION 
WORK IN SHORTHAND TRANSCRIPTS? 
54 
Responses 1956 1957 1958 1959 1960 1961 Total Per Cent 
Yes 9 11 12 9 11 11 63 46.3 
No 8 5 10 6 11 11 51 37.5 
No Response 8 4 0 2 2 6 22 16.2 
Totals 25 20 22 17 24 28 136 100.0 
In Table XVI, responses from graduates show that a 
total of 63, or 46.3 per cent, respondents frequently have 
tabulation work in shorthand transcripts. Fifty-one, or 
37.5 per cent, of the respondents indicated they do not 
have tabulation frequently, but a number indicated that 
they do sometimes. 
TABLE XVII 
OPINIONS ON HAVING A SET TYPING SPEED RE~UIREMENT 
BEFORE STUDENTS BEGIN TRANSCRIPTION 
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Opinions 1956 1957 1958 1959 1960 1961 Total Per Cent 
In Favor 
Against 
No Response 
Totals 
9 8 9 
9 12 12 
7 0 1 
25 20 22 
10 16 8 60 
7 8 19 67 
0 0 1 9 
17 24 28 136 
44 
49 
7 
100 
Opinions of graduates on having a set typing speed 
requirement prior to a student taking transcription are 
shown in Table XVII. The majority of the respondents were 
against having any set typing speed as a prerequisite for 
transcription. One respondent in favor of a speed require-
ment suggested a 40-50 words per minute requirement. Sixty-
seven, or 49 per cent, of the respondents were not in favor 
of a set speed and 60, or 44 per cent, were in favor of a 
set typing speed requirement. 
TABLE XVIII 
WERE THE NUMBER OF TRANSCRIPTION PERIODS 
ADEQ.UATE TO PREPARE THE GRADUATES? 
56 
Responses 1956 1957 1958 1959 1960 1961 Total Per Cent 
Yes 17 17 19 15 23 24 115 85.6 
No 1 3 2 2 1 4 13 9.8 
No Response 7 0 1 0 0 0 8 4-6 
Totals 25 20 22 17 24 28 136 100.0 
A total o£ 115, or 85.6 per cent, o£ the respondents 
felt that the number of transcription periods offered at 
Lasell was adequate according to Table XVIII. Only 13, or 
9.8 per cent, o£ the respondents felt that the number was 
inadequate. 
" 
Weekly 
TABLE XIX 
BEGINNING WEEKLY SALARIES OF GRADUATES 
UPON GRADUATION FROM LASELL 
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Salaries 1956 1957 1958 1959 1960 1961 Total Per Cent 
87 0 0 0 0 1 0 1 
·7 
80-82 0 0 0 1 1 3 5 3-5 
75-76 0 1 0 2 2 4 9 6.6 
71-74 0 2 1 0 0 3 6 4.2 
67-70 1 2 1 0 2 5 11 8.1 
63-65 1 6 5 3 9 6 30 22.1 
60-62 6 4 5 7 5 3 30 22.1 
57-58 1 0 1 1 0 0 3 2.1 
55-56 0 4 2 1 3 1 11 8.1 
53-54 0 0 1 1 1 1 4 2.8 
50-52 4 2 5 0 0 0 11 8.1 
45-48 3 0 0 0 0 1 4 2.8 
40 1 0 0 0 0 0 .' 1 .• 7 
35 0 0 0 1 0 0 1 .7 
No Response 8 0 1 0 0 1 10 7.4 
Totals 25 20 22 17 24 28 136 100.0 
Mean Salary: $63 
In analyzing the beginning weekly salaries of graduates 
shown in Table XIX, it was found that 30 respondents, or 
22.& per cent, received $60 to $62, and an identical number 
received $63 to $6S. And 11, or 8.1 per cent, received $67 
to $70. The median beginning weekly salary was $60. :.--
The greatest number of graduates received between $60 and $65 
per week upon graduation from Lasell. 
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TABLE XX 
PRESENT OR ENDING WEEKLY SALARIES OF GRADUATES 
Salary 1956 1957 1958 1959 1960 1961 Total Per Cent 
$110-113 1 1 0 0 0 0 2 1.5 
105-106 1 0 9 1 0 9 2 1.5 
100-104 1 1 0 9 1 0 3 2.3 
92-95 3 1 2 1 1 0 8 6.1 
88-90 1 3 1 2 1 0 8 6.1 
84-85 3 2 3 2 1 1 12 8.8 
80-83 2 3 2 1 1 3 12 8.8 
77-79 0 1 1 0 1 2 5 3.8 
75-76 0 2 3 0 7 5 17 12.5 
70-73 1 2 2 4 5 3 17 12.5 
65-69 2 0 3 2 4 10 21 15.4 
60-63 0 0 0 0 1 1 2 1.5 
50-55 0 0 0 1 0 0 1 .8 
48-49 0 0 0 0 0 1 1 .8 
No Response 10 4 4 3 1 2 24 17.6 
Totals 25 20 22 17 24 28 136 100.0 
Mean Salary: $75 
Table XX indicates that a total of 34 graduates, or 25 
per cent, received for a present or had received as an end-
ing salary, at the time of the study, from $70 to $76 weekly. 
The median present or ending salary was $75.to '! .. . ' j r •• ,; • 
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TABLE XXI 
SYSTEMS OF FILING USED BY GRADUATES 
Systems Total Responses Per Cent 
Alphabetic 118 45.8 
Subject 82 31.8 
Numeric 39 15.2 
Geographic 10 4.0 
Other 8 3.2 
Totals 257 100.0 
As shown in Table XXI, alphabetic filing was the most 
common system of filing used by graduates. A total of 118, 
or 45.8 per cent, of the respondents reported using the 
system. Subject filing ranked second with 82, or 31.8 per 
cent; numeric filing ranked third with 39, or 15.2 per cent; 
and geographic filing ranked a low fourth with only 10, or 
4 per cent, of the respondents reporting its use. Other 
responses by graduates included chronological, accounts of 
clients, color, and coded filing methods. The 257 responses 
to this question indicates that some respondents used more 
than one system. 
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TABLE XXII 
GENERAL EVALUATION OF COURSES BY GRADUATES 
Very Limited Per Cent 
Courses Useful Useful Use Total Very Useful 
Advanced Typewriting 108 12 0 120 89.9 
Elementary and/or 
10 fr 127 88.9 Intermediate Shorthand 113 Advanced Shorthand 104 9 117 88.8 
Elementary and/or In-
110 12 3 125 88.0 t erm.edia te Typewri t:ing Secretarial Training 96 31 8 135 71.8 Business Workshop 49 56 28 135 36.8 
Business Arithmetic 31 46 52. 129 24.2 Accounting 21 36 47 104 20.2 Business Law 26 31 76 133 19.7 
Totals 654 243 220 1~123 
As shown by the totals in Table XXII~ 58.5 per cent of 
the respondents felt that all the secretarial courses were 
very useful. There were 21~8 per cent of the graduates who 
felt that the courses were useful~ and 19.7 per cent reported 
that they were of limited use. Advanced Typewriting ranked 
first as being very useful with 120~ or 89.9 per cent; elemen-
tary and/or intermediate shorthand ranked second with 127~ or 
88.9 per cent; advanced shorthand ranked third with 117~ or 
88.8 per cent; and elementary and/or intermediate typewriting 
ranked fourth with 125, or 88.0 per cent, of the graduates • 
'fABLE XXIII 
EVALUATION BY GRADUATES OF THE COURSE 
CONTENT IN ACCOUNTING 
Accounting Instruction 
Activities Iaequa:Ce :f:lore tess 
Posting 65 3 8 
Worksheet 64 7 7 
Recording in Special Journals 63 8 7 
Journalizing 62 6 8 
Preparation of Statements 62 6 8 
Ledger and Control Accounts 61 9 7 
Division of Profits $);. 15 8 
Analysis of Business Reports 50 20 4 
Background of Types ot 
Businesses 49 20 8 
Data Proccessing 
(Punch cards ) 30 18 11 (Progra.m:m.ing) 22 18 9 (Electronic computing) 20 17 9 
Bank Accounting 0 1 0 
Totals 599 148 94 
Per Cents 71.2 17.7 11.1 
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Total 
76 
78 
78 
76 
76 
77 
74 
74 
77 
59 
49 
46 
1 
841 
100.0 
A total of 599, or 71.2 per cent, of the responses, in 
Table XXIII, indicated adequate instruction in accounting. 
The need of more instruction in the following areas of 
accounting was stated by 17 or more of the respondents: 
data processing, background of types of businesses, and 
analysis of business reports. 
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TABLE XXIV 
EVALUATION BY GRADUATES OF THE COURSE 
CONTENT IN BUSINESS ARITHMETIC 
Instruction 
Activities Adequate More Less Total 
Decimals 
Percentage 
Payroll Calculations 
Fractions and Aliquot Parts 
91 
83 
82 
81 
Interest 79 
Depreciation 76 
Bank Discount and Notes 52 
Income Taxes 52 
Stooks and Bonds 47 
Bank Accounting 0 
Business Te~s re: Arithmetic 0 
Statement Letters 0 
Totals 664 
Per Cents 66.4 
7 
21 
20 
14 
11 
6 
11 
18 
109 
110 
113 
113 
25 7 111 
19 15 110 
24 14 112 
52 9 113 
46 14 107 
1 0 1 
1 0 1 
1 0 1 
231 105 1,000 
23.1 10.5 100.0 
Table XXIV indicates satis£action by graduates of the 
course content in business arithmetic with 664, or 66.4 per 
cent, responses of adequate. Ninety-one of 109 respondents 
ranked decimal instruction as adequate. Areas where more 
instruction is £elt needed by graduates include bank dis-
count and notes, interest, stocks and bonds, and income 
taxes. More than ten respondents felt that less instruction 
was needed in six of the areas. 
TABLE XXV 
EVALUATION BY GRADUATES OF THE COURSE 
CONTENT IN BUSINESS LAW 
Activities Instruction 
Or Topics Adequate More Less 
Law and its Origin 93 7 8 
Bailments 92 4 11 
Contracts 87 20 1 
Labor Legislation 87 11 10 
Courts and Court Procedure 85 18 6 
Employer - Employee Relations 80 27 3 
Negotiable Instraments 79 26 4 
Wills and Inheritance 79 23 10 
Insurance 74 35 1 
Estates and Trust 0 2 0 
Taxes 0 2 0 
Documents Pertaining to Real 
Estate Transactions 0 1 0 
Totals 776 17b 54 
Per Cents 77.1 17.5 .5-4 
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Total 
108 
107 
108 
108 
109 
110 
109 
112 
110 
2 
2 
1 
1,006 
100.0 
Business law evaluation findings are shown in Table XXV. 
Seven hundred seventy-six responses, or 77.1 per cent, of 
the graduates .. indicated that instruction was adequate. 
Those topics which twenty or more checked as being in need 
of more instruction were contracts, wills and inheritance, 
negotiable instruments, employer-employee relations, and 
insurance. Ten or more respondents felt that less instruc-
tion was needed in three of the areas. 
TABLE XXVI 
EVALUATION BY GRADUATES OF THE COURSE 
CONTENT IN BUSINESS WORKSHOP 
Instruction 
Machines XO:equa~e More tess 
Manual Typewriter 46 11 6 
Mimeograph 42 24 3 
Burroughs 39 10 3 
Remington Rand(lO Key) 38 8 3 
Liquid Duplicator 38 13 1 
Dictaphone 38 21 3 
Comptometer 33 13 2 
Gray Audograph 32 3 4 
Electric Typewriter 31 50 2 
Monroe Educator 30 5 3 
Edison Voicewriter 29 5 6 
Posting and Bookkeeping 
Machines 21 10 3 
Addressograph 20 12 6 
Friden Calculator 0 2 0 
Verifax 0 1 0 
Totals 437 188 45 
Per Cents 65.2 28.1 6.7 
64 
Total 
63 
69 
52 
49 
52 
62 
48 
39 
83 
38 
40 
34 
38 
2 
1 
670 
100.0 
Table XXVI showing the evaluation of business workshop 
indicates that 437 responses, or 65.2 per cent, of the gradu-
ates felt that instruction was adequate. More instruction 
was felt needed by 10 or more of the respondents on the fol-
lowing machines: addressograph, liquid duplicator, comptome-
ter, mimeograph, dictaphone, and electric typewriter. 
TABLE XXVII 
EVALUATION BY GRADUATES OF COURSE 
CONTENT IN SECRETARIAL TRAINING 
Instruction 
Topics Adequate More 
Personality 108 20 
Voucher Checks 103 10 
Social Security Forms 102 17 
Business Forms: 
Statements 99 11 
Inventories 97 11 
Invoices 97 15 
Drafts and Notes 97 17 
Typing of Payrolls 95 14 
Business Forms: 
Bills of Lading 95 10 
Telegrams 93 17 
Itineraries 93 30 
Bank Reconciliation 90 22 
Letter of Application 91 34 
Legal Papers 82 39 
Spelling 74 58 
English Rules 59 72 
Letters Composed by Secretary 0 1 
Vocabulary 0 1 
Totals 1,361 397 
Per Cents 70 21 
65 
Less Total 
3 131 
17 130 
11 130 
10 120 
12 120 
8 120 
15 129 
22 131 
15 120 
23 133 
9 132 
16 128 
5 130 
7 128 
1 133 
1 132 
0 1 
0 1 
175 1,933 
9 100 
A total of 1,361 responses, or 70 per cent, revealed 
that instruction was adequate in secretarial training accord-
ing to Table XXVII. Topics of English rules, spelling, legal 
papers, letter of application, and iti~eraries were most fre-
quently indicated by respondents as needing more instruction. 
Twice as many recommended more as compared with less instruc-
tion. 
TABLE XXVIII 
EVALUATION BY GRADUATES OF COURSE 
CONTENT IN SHORTHAND 
Instruction 
Activities Aaequate More 
Theory of Shorthand 117 11 
Reading of Shorthand From 
Text 99 16 
Brief Form Drills 89 42 
Transcription Speed 8.5 43 
Precise Writing of Shorthand 78 49 
Punctuation and Grammar 76 52 
Office Style Dictation .51 76 
Totals .592 28.5 
Per Cents 64.9 31.3 
66 
Less Total 
3 131 
1.5 130 
2 133 
3 131 
.5 132 
2 130 
.5 132 
3.5 912 
3.8 100.0 
Graduates' evaluation of shorthand as given in Table 
XXVIII reveals a total of .592, or 64.9 per cent, of the 
responses in agreement that course content was adequate. 
Between 42 and 76 of the respondents desired more instruc-
tion in office style dictation, punctuation and grammar, 
precise writing of shorthand, transcription speed, and brief 
for.m drills. A total of 31.3 per oent of the respondents 
indicated a need exists for more instruction in the short-
hand area. The overall evaluation was favorable. 
TABLE XXIX 
EVALUATION BY GRADUATES OF COURSE 
CONTENT IN TYPEWRITING 
Instruction 
Activities Adequate More 
Letter Styles 121 4 
Envelopes 119 0 
Centering 117 9 
Memorandums 104 20 
Letter Production 101 27 
Rough Drafts 100 13 
Index Cards 97 8 
Manuscripts 96 19 
Machine Cleaning and Ribbon 
Adjustments 96 33 
Tabulation 93 30 
Telegrams 92 17 
Statistical Typing 89 34 
Statements and Invoices 86 26 
Composing on the Typewriter 64 58 
Totals 1,375 298 
Per Cents 74.0 16.2 
67 
Less Total 
8 133 
1.5 134 
7 133 
10 134 
2 130 
19 132 
29 134 
17 132 
4 133 
11 134 
21 130 
9 132 
19 131 
9 131 
180 1,853 
9.8 100.0 
Seventy-four per cent of the graduates felt that the 
instruction in typewriting was adequate to prepare them for 
their work. More instruction was desired in composing on 
the typewriter, statistical typing, machine cleaning and 
ribbon adjustments, statistical typing, and tabulation by 30 
or more respondents as shown in Table XXIX. 
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TABLE XXX 
BUSINESS MACHINES USED BY GRADUATES 
Machines Frequency Machines Frequency 
Electric Typewriter 53 Friden Calculator 7 
Manual Typewriter 44 Comptometer 6 
Dictaphone 30 Photostat--Hunter Copier 6 
Remington Rand 23 Monroe Educator 3 
Liquid Duplicator 22 Xerox Photocopier 3 
Mimeograph 21 Ozalid 3 
Verifax 15 Multilithe 3 
Burroughs 13 Posting and Bookkeeping 3 
Thermofax ll Bruning Copyflex 2 
Edison Voicewriter 8 Apeco 2 
Gray Audograph 8 Recordax 2 
Addressograph 7 Dry Process Duplicator 2 
Other ll 
Typewriters are the most frequently used machines by 
the graduates. Thirty use a dictaphone and 20 or more use a 
Remington Rand (10 Key) calculator, liquid duplicator, and 
mi.eograph machine according to Table XXX. 
Although not included in the check list, each of the 
following machines was used by the graduates: Monroe Presi• 
dent Bookkeeping, Olivetti Calculator, Check Machine, Ditto, 
Rex Rotary, Duplimat, Zerox, Teletype, Telefax, National 
Cash Register Check-Writing Machine, and Western Union Wire 
(PWS) Machine. 
The ~ollowing recommendations and commendations were 
made by one or two respondents in regard to the secretarial 
program in general at Lasell Junior College: 
I would like to see a course in law which 
would include typing of various legal docu-
ments, instruction as to the meaning o~ 
these documents, and training in legal 
terminology in shorthand. 
I would like to see some intensive train-
ing in telephone use. This was the only 
phase in which I ~elt at a loss. 
I think any girl who will be working in a 
small business o~fice should have some 
knowledge o~ how to operate a switchboard. 
I was taught shortly after I started work-
ing, but some previous training would have 
been help~ul. Some knowledge of a Tele-
typewriter would also be helpful. 
I feel that more instruction in business 
machines would have been useful to me in 
this particular job. 
I don 1 t think the school should stress 
the di~ferent form styles of typing let-
ters. Every business usually has one or 
two main ~or.ms which they use. It may be 
a form that isn•t even standard. 
I think the girls should be taught to type 
and to take shorthand with constant inter-
ruptions. No o~fice is as orderly and 
quiet as it is in a typing class at school. 
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Several of the graduates made complimentary comments 
concerning the adequacy of their training. They felt that 
the program was bene~icial to their securing their positions. 
Chapter VI includes a summary o~ the ~indings based 
upon the interpretation o~ the data obtained ~rom the 
graduates. 
CHAPTER VI 
FINDINGS AND RECOMMENDATIONS 
In the follow-up study made of the executive secretar-
ial curriculum graduates at Lasell Junior College, 208 forms 
were mailed. Members of the graduating classes of 1956-1961 
were contacted. One hundred thirty-eight, or 66.3 per cent, 
graduates responded to the survey. 
Summary of Findings 
The following statements summarize the findings of the 
study. 
1. The most recent graduates, classes of 1959, 1960, 
and 1961, had the highest number of returns with 77.2, 75.7, 
and 87.5 per cent respectively. 
2. Sixty-six of the respondents, or 47.8 per cent, 
were married at the time of the survey. 
3. Of the nine institutions of learning attended by 
the 15 graduates who continued their work beyond the junior 
college level, Boston University ranked first with 7 
attending. 
4. Forty different position titles were given by the 
respondents. The highest in frequency of responses was the 
title of secretary named by 137 graduates. Mentioned by 10 
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or 11 respondents were the positions of executive secretary, 
legal secretary, private secretary, and stenegrapher. 
5. A friend or relative ranked highest on the list as 
the source of placement of the graduates, with 65, or 26.8 
per cent, of the total responding. Next in rank order with 
a total of 41, or 16.9 per cent, was the commercial agency, 
followed by advertisements with 35, or 14.5 per cent; the 
placement bureau at Lasell with 28, or 11.6 per cent; and 
the employer's personnel office with 23, or 9.5 per cent of 
the total. Others mentioned were letters of application, 
civil service, and United States Employment. 
6. The first position of employment was received by 
64, or 48 per cent, of the graduates immediately after 
graduation; 43, or 32 per cent, obtained employment before 
graduation; 23, or 17 per cent, were employed within three 
months after graduation; and 4, or 3 per cent, were employed 
one year after graduation. 
7. Typewriting and shorthand tests were the most 
commonly administered employment tests, with a total of 82, 
or 24.1 per cent, and 81, or 23.8 per cent, respectively 
reported by respondents. Next in rank order were aptitude 
test~with a total of 37, or 10.9 per cent; intelligence 
test~ with 33, or 9.7 per cent; and personality tests, with 
a total of 30, or 8.9 per cent, of the respondents. A 
response of no test was made by 32, or 9.4 per cent, of the 
respondents. Others mentioned were mathematics, spelling, 
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vocabulary, Government security, and civil service. 
8. Patterns of salary increases followed by employers 
varied widely with the highest responses indicating that 
increases were granted only upon recommendation by super-
visors or superiors and granted at stated intervals. 
Twenty-three respondents indicated that there was no stated 
policy. 
9. A total of 106 graduates, or 77.9 per cent, 
indicated satisfaction with their positions. 
10. Attendance at instructional classes sponsored by 
employers is not encouraged for the most part in the fields 
of shorthand, typewriting, and new equipment. Graduates of 
the classes of 1960 and 1961 had the highest responses of 
attendance at special classes. Five, 3, and 6 respectively 
attended the above classes. 
11. Seventy-five, or approximately 55 per cent, of the 
respondents were consulted on the purchase of equipment and 
supplies, whereas 45 per cent were not consulted. 
12. One hour of dictation was taken daily by 29, or 
21.5 per cent, of the respondents; two hours by 26, or 19.1 
per cent; and one-half hour by 21, or 15.5 per cent. No 
response to this question was made by 15, or 11 per cent, of 
the graduates. 
13. A total of 107 of the 136 respondents, or 78.7 per 
cent, indicated that their shorthand ability was needed in 
acquiring their position. 
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Graduates frequently had tabulation work in short-
hand transcripts, as indicated by 63, or 46.3 per cent, of 
the respondents. 
15. The opinions of graduates were asked concerning a 
set typewriting speed requirement prior to students 
beginning transcription. Sixty-seven, or 49 per cent, were 
against, 60, or 44 per cent, were in favor of such a stand-
ard, and 9, or 7 per cent, did not respond. 
16. The number of transcription periods offered at 
Lasell were adequate to prepare the graduates according to 
115, or 85.6 per cent of the respondents. 
17. From $87 to $35 was the range of beginning weekly 
salaries of graduates with a median of $60. In the range 
from $60 to $65 was a total of 60, or 44.2 per cent of the 
respondents. 
18. The range of present or ending weekly salaries was 
from $113 to $48 with a median of $75. A total of 34, or 
25 per cent, of the respondents received from $76 to $70. 
19. Alphabetic filing was the most frequently named 
system indicated, with 118, or 45.8 per cent, responding; 
followed by subject filing, with 82, or 31,8 per cent; and 
numeric filing, with 39, or 15.2 per cent, of the respondents. 
20. Secretarial courses taken by the graduates ranked 
high in their evaluation of usefulness. Fifty-eight per 
cent evaluated all secretarial courses as being very useful. 
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21. More instruction was felt necessary in a number of 
areas in the field of accounting. These areas included data 
processing, background of types of businesses, and analysis 
of business reports. 
22. Business arithmetic was evaluated as adequate by 
66.4 per cent of the respondents. More instruction was felt 
needed in income taxes, stocks and bonds, interest, bank 
discount and notes, percentage, and payroll calculations by 
20 or more respondents. 
23. Business law instruction was evaluated as adequate 
by 77.1 per cent of the graduates. More instruction was 
felt needed by 20 or more respondents in the following 
topics: contracts, wills and inheritance, negotiable 
instruments, employer-employee relations, and insurance. 
24. More instruction on the electric typewriters, 
mimeograph, dictaphone, liquid duplicator, and comptometer 
was requested by 11 or more of the graduates in the evalua-
tion of the course content in business workshop. 
25. More instruction on the following topics was 
indicated by 30 or more graduates in their evaluation of the 
course content in secretarial training: English rules, 
spelling, legal papers, letter of application, and itineraries. 
26. In the evaluation of shorthand instruction more 
office style dictation was desired by 76 of the respondents. 
Fifty-two graduates felt that more instruction should be 
given in punctuation and grammar. 
27. In the evaluation of typewriting instruction, 58 
graduates stated a need for more composing on the type-
writer, 34 desired more statistical typing, 33 felt a need 
for more machine cleaning, and 30 desired more tabulation. 
28. As would be expected, typewriters were used more 
than any other business machine. Other business machines 
used by 21 or more of the graduates were the dictaphone, 
Remington Rand, liquid duplicator, and mimeograph. 
Recommendations For Improving The Secretarial Program 
Based upon the findings of the study the following 
recommendations are made: 
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1. Considering the high percentage of response made by 
the graduates of 1959 through 1961 as compared with the 
three earlier years, a similar study of graduates should be 
made every three years to determine the nature of employment 
and problems encountered by the graduates and obtain informa-
tion for possible curriculum revision. 
2. A large range of salary increase patterns were 
stated by the respondents. Instruction should be given on 
raise procedures to insure a proper background of understand-
ing by the job applicant. 
3. Although a number of tests are administered prior 
to employment, including typewriting and shorthand, more 
practice in the taking of the tests would be beneficial to 
the graduating students. 
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4· The most recent graduates felt that there was some 
value to the dictation phonograph records. It is suggested 
that increased use be encouraged and improved facilities 
made for their use in the forthcoming new building in the 
for.m of booths for individual students in addition to the 
records available in the school library. 
5. Tabulation work is frequently given in shorthand 
transcripts according to the graduates. Additional practice 
should be given in this type of problem work in the short-
hand and typewriting classes. 
6. Continued instruction in the alphabetic, subject, 
and numeric filing systems is recommended. Although the 
geographic system of filing had a very small per cent of 
responses, knowledge of this type is also important for a 
good background. 
7. In the general evaluation of courses by the gradu-
ates, it would seem attention needs to be given to the 
following courses in enriching the offerings to provide 
more useful application of the following: business workshop, 
business arithmetic, accounting, and business law. 
8. In the course content of accounting, more instruc-
tion is recommended in the areas of analysis of business 
reports, background of types of businesses, and data 
processing. 
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9. More instruction in the activities of income taxes, 
stocks and bonds, interest, bank discount and notes, per-
centage, and payroll calculations is suggested in the course 
content in business arithmetic. 
10. In the course content Qf business law, it is sug-
gested that more instruction be provided in the following 
topic areas: insurance, employer-employee relations, 
negotiable instruments, wills and inheritance, and contracts. 
11. A growing percentage of business firms are provid-
ing the office worker with an electric typewriter. To equip 
better the graduates for their positions, it is recommended 
that more instruction be provided on the electric typewriters. 
It is further suggested that one room in the near fUture be 
fully equipped with electric models. 
12. More instruction should be given in the business 
workshop course on the mimeograph and dictaphone. 
13. English rules, spelling, legal papers, itineraries, 
letter of application, and bank reconciliation should 
receive more instruction in the course content of secretarial 
training and less instruction in telegrams and typing of 
payrolls. 
14. Since a large percentage of the graduates, 58 per 
cent, felt the need of more instruction in office style dic-
tation, it is recommended that more of this type of activity 
be included in the shorthand course. Punctuation and 
grammar should also receive more instruction in shorthand. 
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15. In typewriting classes there could be a little less 
instruction on index cards and telegrams. More instruction 
should be given on composing on the typewriter, statistical 
typing, machine cleaning, ribbon adjustments, and tabulation. 
16. With twenty-one or more of the graduates in the 
study using the following machines, a thorough check should 
be made in the business workshop course to insure proper 
and sufficient instruction in their use: electric type-
writer, manual typewriter, dictaphone, Remington Rand (10 
Key), liquid duplicator, and mimeograph. 
17. Ten of the graduates are employed in legal fir.ms 
and their background for their positions could be improved 
by further instruction on the meaning of legal documents 
and possible training in legal terminology in shorthand. 
The graduates included in the follow-up study spoke 
very favoraOly concerning their training and preparation as 
students at Lasell Junior College. Repeated followups would 
be helpful in evaluating program offerings and also provide 
a means of communication with the graduates. 
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APPENDU 
LASELL JUNIOR COLLEGE 83 
AUBURNDALE 66, MASSACHUSETTS 
November 20, 1961 
Dear Xx.x.x.x: 
In an attempt to better serve present and future 
students at Lasell Junior College, a survey among the 
recent graduates of the Executive Secretarial curriculum 
is being made. Members of the graduating classes of 
1956 through 1961 are being contacted. Your assistance 
would be greatly appreciated. 
Miss Carolyn Chapman, Chairman of the Secretarial 
Department, has given me permission to contact you and 
assures me of your support in this study. 
Only through constant revision can we hope to con-
tinue to improve program offerings. Your evaluation 
will be of particular interest now that you have been 
in the business world. All information will be kept 
confidential. Any additional data you may wish to add 
to the for.m concerning the problems which you face in 
your present position and your personal qualifications 
would be appreciated. 
Please return your completed questionnaire in the 
enclosed self-addressed envelope to me within two weeks. 
Only a few minutes of your time will be necessary to 
complete the form. A summary of my findings will be 
sent to you upon request. I wish to thank you in advance 
for your cooperation. 
jf 
Enclosures: For.m 
Envelope 
Very truly yours, 
June c. Fagg, Instructor 
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FOLLOW-UP STUDY OF LASELL JUNIOR COLLEGE SECRETARIAL GRADUATES 
..._M_~s. 
' '1Mlss ______________________________ ~----------------~--------~----~------~Class of ____ __ 
~ 
(last) (first) (middle) (maiden name) 
Address __________________________________________________________________________________ ___ 
(street) (city) (state) 
l. Please list the educational institutions which you attended beyond the junior college 
level. 
Name of 
Institution 
Dates 
From-To 
Major 
Field 
Semester 
Hours 
Degree or 
Certificate 
2. Indicate the places of your employment and the approximate length of time worked, 
listing the most recent or present position first. 
Employer Location 
Length of Time 
From-To 
Position 
Title 
Source of 
Employment * 
3. 
4. 
5. 
~cindicate how you obtained each position. For example: placement bureau at 
Lasell Junior College, advertisement, friend or relative, commercial agency, 
United States Employment service, civil service. 
Indicate by a check mark when you received your first position. 
a. Before graduation from Lasell 
b. Immediately after graduation from Lasell 
c. Within three months after graduation from Lasell 
d. Within one year after graduation from Lasell 
e. One year or more after graduation from Lasell 
f. After further schooling in addition to Lasell training 
g. Other: 
---------------------------------------------------What tests were administered to you at the place of business prior to your first 
employment? 
a. Intelligence 
b. Personality 
c. Civil Service 
d. Aptitude 
e. 
f. 
g. 
h. 
-------
Typewriting 
Shorthand 
------- Mathematics 
------- Other: 
------ ------------------------
What is the pattern or manner of salary increases followed by your present employer? 
a. only upon recommendations by c. no stated policy 
supervisor(s) or superiors d. Other: 
b. granted at stated intervals -------------------
6. Are you satisfied with your present position? Yes No 
-----Comment 
----------------------------------------------------------------------
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7. In your present employment are you encouraged to attend special instructional 
classes for improving your shorthand? Yes No 
---
8. In your present employment are you encouraged to attend special instructional 
classes for improving your typewriting? Yes No 
9. In your present employment do you attend special instructional classes on new 
equipment? Yes No 
10. Are you consulted on the purchase of equipment and supplies? Yes No 
11. Please estimate the approximate time you take dictation daily. 
a. one-half hour; b. one hour; c. two hours; d. three hours; 
e. four hours; f. Other: 
-----------------------------------------------------------
12. Would you have acquired your position(s) of employment without your shorthand 
13. 
ability? Yes No 
Were the practice dictation phonograph records 
your shorthand speed? 
If Yes, to what degree? 
at Lasell valuable to you in improving 
Yes No 
----------------------------------------------------------------------
14. Do you frequently have tabulation work in your shorthand transcripts? 
Yes No 
15. Do you feel there should be a set typing speed requirement before a student begins 
transcription? Yes No 
16. Do you feel the number of transcription periods were adequate to prepare you? 
Yes No 
17. Please state your beginning salary upon graduation from Lasell 
$ per week; present salary $ per week. 
18. Please indicate how beneficial the secretarial courses taken at Lasell Junior College 
have been to you in your work. 
Check Column 
(1) if you believe the course was very useful 
(2) if you believe the course was useful 
---(3) if you believe the course was of limited use 
Courses 
and/ or Intermediate Elementary 
Elementary 
Business Ar 
Business La 
Advanced Sh 
Advanced Typ 
Secretarial 
Business W 
&counting 
Shorthand 
and/or Intermediate Typewriting 
ithmetic 
w 
orthand 
ewriting 
Training 
orkshop 
Very 
Useful 
19. Please check the system or systems of filing which you use. 
b. __ alphabetic; c. numeric; d. __ geographic; e. 
Limited 
Useful Use 
a. subject; 
Other: 
------------
20. 
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Indicate by means of a check mark ( v ) the degree of instruction needed and felt 
important from your own experience in successfully performing your work in the 
following areas: 
Type writing Activities 
a. Centen ng 
b. Letter Styles 
c. Letter Production 
d. Tabulat ion 
e. Envelop es 
f. Index C ards 
g. Stateme nts and Invoices 
h. Rough D rafts 
i. Memor andums 
j. Telegra ms 
ripts 
cal Typing 
k. Manusc 
1. Statisti 
m. Compos 
n. Machin 
ing on the Typewriter 
e Cleaning and Ribbon Adjustments 
Shor thand Activities 
a. Theory of Shorthand 
b. Brief F arm Drills 
c. Reading of Shorthand From Text 
d. Precise Writing of Shorthand 
e. Punctua tion and Grammar 
f. Transc ription Speed 
g. OfficeS tyle Dictation 
Busi ness Arithmetic Activities 
a. Decima ls 
b. Fractio ns and Aliquot Parts 
c. Percen tage 
d. Interes t 
e. Income Taxes 
f. Payroll Calculations 
g. Depree iation 
h. Bank D iscount on Notes 
i. Stocks and Bonds 
j. Other: 
Acco unting Activities 
a. Backgr ound of Types of Businesses 
b. Journal izing. 
c. Record ing in Special Journals 
d. Posting 
e. Ledger and Control Accounts 
f. Worksh eet 
g. Prepar ation of Statements 
h. Analysi s of Business Reports 
i. Divisio n of Profits 
j. Data Pr ocessing (punch cards) 
(programming) 
(Electronic Computing 
k. Other: 
Instruction 
More Less Adequate 
,.. 
Secretarial Training 
a. S pelling 
b. p 
c. E 
d. T 
e, V 
ersonality 
nglish Rules 
elegrams 
oucher Checks 
f. s ocial Security Forms 
g. T yping of Payrolls 
h. D rafts and Notes 
i. B ank Reconciliation 
j. L egal Papers 
tineraries k. I 
1. L 
m. B 
etter of Application 
usiness Forms: 
(1) Inventories 
(2) Statements 
(3) Invoices 
(4) Bills of Lading 
Business Law 
a. L aw and its Origin 
-4-
b. c ourts and Court Procedure 
c. c ontracts 
d. In surance 
e. E mployer - Employee Relations 
f. N egotiable Instruments 
g. B ailments 
h. L abor Legislation 
i. w ills and Inheritance 
j. 0 ther: 
Business Workshop Machines 
a. 
b. 
c. 
d. 
e. 
f. 
g. 
h. 
i. 
j. 
k. 
1. 
m. 
n. 
omptometer c 
M 
R 
B 
M 
L 
E 
G 
D 
p 
onroe Educator 
emington Rand ( 1 0 Key) 
urroughs 
imeograph 
iquid Duplicator 
dison Voicewriter 
ray Audograph 
ictaphone 
osting and Bookkeeping 
Machines 
dressograph 
lectric Typewriter 
Ad 
E 
M 
0 
anual Typewriter 
ther: 
Check 
Machines You 
Are Using 
Instruction 
More Less 
Please return form to June C. Fagg. Box 11 
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Adequate 
Lasell Junior College, Auburndale 66. Massachusetts 
